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“SCIPAL RECORDS MABAGRMENT ACTIVITIES FOR JUNE 1963

TITLE OF ASGIGHMENT assxoxep 70 naUTINENTIAL  oearve aip RESULTS
25X1 I. Vital Records [ 1] 1. Approved revision in Deposit Schedule for Benefits

and Services Division Office of Personnel,

2. Attended weeting of the DDI Vital Records Com-
mittee.

3+ Returped revised Vitel Records Deposit Schedule
to FOD for lack of definitive retention periods.

b, Presented Vital Becords Workshop to Government-
wide Records Msnagewant Sewminar spomsored by KARS.

5. Approved Deposit Schedule for Special Operations
Division, DDP.

25X1 IX. Records Disposition 1. Prepared weworanda to all Agency Recorda Officers
requesting ennual inventory of records and filing
equipment.

2. BEescelved and approved revision of Records Control
fichedule for Heal Estate and Comstruction Div-
ision, OL.

25X1 1. Approved revision of RCB for OPF permitting destruct-
lon of cartain applicant files and return of certain
offficinl personnel folders to the FPedersl Records
Center, St. lLouis.

I1I. Forms Managewent 1. Coupleted € nmev and 4 revised forms.

2. Prepared pew Cable Log Record form for Cable Sec-
retariat to provide better control of csble routing.

3. Approyed 2 new forws for (TR.
4. Approved proofs for forms 570 and 1173.

Attended mting of Forms Mapagewent Council at
RARS, .
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TTME OF ACSIGMERT ASSIGRED 70 STATUS AND RESULTS

25X1 11T, Yorws Management |:| Approved new forw, 2037, for use oversess in con-
{Continued ection with Payents Iusursnce Program.

T. Approved two new forms for use by DUP for the
“Welnut™ aystew.

8. Coopereted with Depot Stock Comirol Branch, OL in
destroying approximately two million coples of
obsolete forms. Savings of at least 100 cu. ft.
of varehouse storage space resulted,

25X1 1 1. Completed 12 nev and 17 revised forms.

2. Designed nev form for Office of Security-, Ares
Asslgnwent Preference-; this eliminated a bootleg
form and pew design permits inclusion of dats on
one side instead of two.

3. Bevised Request Por Informstion fore for FID.

h. Redesigned Case Assigmment Memo form for Office of
S8ecurity to permit amslyst to check the data needed
and send the forw directly to the field; thias elimi-
nated the typing of 52,200 i{ndividusl memorandums
per year.

5. Revised two forms for Comptrollers Office.

6. Prepared draft of @ combined courier and document
receipt form; also flov chart procedures for its
use .

T. Destroyed 3 cu. ft. of records apd retired 1 cu. ft.
of records to the center.

8. Resctivated Allotment Control lLedger for use by DIR.
9. Beactivated Request for Authorizstion for Overtiwe &

Holidey Work for use by OL; this eliwinates semoran-
dums now used.

waror s SIDENS i
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25X1 111, Vormws Mamsgement
(Continved)
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IV. Records Mgt. Survey, DIR

V. Pile Equipment & Supplies
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1T TRl

“15. ' “Attended EDP Seminar sponsored by Addressograph-

Maltigraph Corp. on output printing and data re-
production. HEW hes & project "Hedlars™ for storage
of end retrieval of mediesl literaturs by this system

1. Waiting for return of drafts of Racords Comtrol
Schedules. 25X1

1. Arranged for 21 agency records office
axcess Piling equiyment snd supplies a
[ | & substantiel volume of equiH5X1

ORLt Vo5 SEISOLED further use rather than de-
¢ 1t surplus. A separate report will de
submitted later.

2. Approved requisition from Office of Persomnel for
9 wotorized Electrs Card files to be used for housing
the Service Record Files. These will replace 38
Kardex Units and save about 35% in space and provide
quicker reference service.

3. Assisted NPIC in locating s Kardex Cabinet from
excess supply; saving about $200.00.

L, Arranged for two transfers of shelf filing equip-
© ment betwean Agency Records Officers.

1. Approved request for secure area in Headquarters

tuilding for FID/DDP; this will provide wore file

spuce by ueing shelving to veplace 19 safes.

2. Approved request for secure area in Broy hill Blag.
from OFR; this 48 & replacement of an existing secure
srea in headguarters building.

3. Approved purchase of shelf filing for TSD, DIF.

. Approved request from (L to purchase four wotorized
shelf file units for use in depot stock control.

GONFIENTIAL
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25X1 vi. Burvey of Procedures,
Policies and Btaffing
Eeguivepents of the
Executive Registry
VII. Correspondence 1.
Managonment

2.

3.

VIII. Operation of Archives 1.
and Records Center

2.

IX. Miscellsneous 1.

2.

3.

CONFIDENTIAL

ROPTOQGEUBNGOUUINE® 5

‘Bubmitted Burvey to Assistant to the Director,

en 14 June. BReport included six
recommendations .

Completed first draft of eon%%me Handhook ,
: cordinated mew Handbook with Mlss

[ ] Their coments and sugpestlions
bave been very favorzble apd helpful. 25X 1

[ 1(Executive Directops)Qffice) is now re-
viewing o draft copy.

Received 1643 cu, ft. and elimineted by transfer
or destruction 1615 cu. ft. Total records boldings
at end of fiscal year 80,847, & net gein of only
2,801 cu, ft. for the fiscal year as contrasted to
7,980 cu. ft. for the previous fiscal year.

Purnished 59,565 referepces to Agency offices, an
increase of 83¢ over the previous wonth.

Mr. Shursan, Records Offficer for AID requested owr
aasistance in connecticon with estsblishing a spesisl
£iling system for publicetions in their agemy.
Arvepgeeents mode for thew to see the OCR system.

1 attended the Second Federsl Records Officers Con-
ference 17-20 June at the Washingtonian Motel
Gathersburg, ¥d. The conference was attended by
abot 30 officiels from the departwents and
agemcies. A peparate report 43Xl be made on the
conference later.
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IX. Miscellanscus it | the new RG)Ppr 0GC visited
{Contimed ) the staff and ves given a prelimivary briefing.

5. The Chief, Div. of BM Dept of of Stete, Mr. Donald
J. Simon briefed agency ROs on their nev Pile
Clasgification Systenm.

25X1 [ |
Chief, Records Nenegewent Staff
Tate
Disirivution;
O Py —_ - / .
- Circulate to RMS personnel‘F | 7/ 7/63 25X1
25X1 l Extra copy - loanad to[_____ 1(7/10/63)

1 - BRAO Copy (Rec Mgt 1-4-3,)mixx

GONFIDENTIAL
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25X1

25X1
25X1

-
hAQ copy

want o point out the dsta pertinent to operation
of the Records Center, nemely, that during the
Y ending June 30, Net Recelpis smounted to

26801 cu. . a8 contrasted to 7980
the prior fiscsl year.

cu. £6. for
This ean be attributed

] ‘ytcachmgainpalicymerehyw&amt

accept records st the Center ukless they have &
dafinitive retention period, and the return ‘o
DDP of a substantial volume of their records
which were too sctive to be kept in the Records
mtero
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